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Using Zoom



• Explore critical program management 
tasks and discuss challenges.

• Identify the management plans you 
need to have in place.

• Discover free professional learning and 
tools to build your program 
management knowledge and skills.

Objectives



Benefits of Better Management

Organize Understand Apply

Define Report Manage



What is a Project?

Product Service Result



What is Project Management?

The application of knowledge, 
skills, tools and techniques to 

project activities to meet project 
requirements. 



21st CCLC Projects

Operate for 3-
5 Years

Sustain 
Indefinitely



Initiating Planning

Executing

Monitoring & 

Controlling
Closing

Process Groups



• Program Planning 
Checklist

• Project 
Management 
Graphic Organizer

• Project/Program 
Planner

Helpful Tools



Critical Task 1: Know Your Grant

What budget did 
you propose?

What did you say 
you would do?

What quality 
indicators did you 
propose?

How much time do 
you have to do the 
work?

Scope

Cost

Quality

Time



Critical Task 2: Identify Stakeholders
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CT 3: Define Your Program

• Review data:

• school level 

• student level

• student voice

• Write needs assessment 
statements

• Write program SMART goals



Critical Task 4: Develop Your Project Plan
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Questions 
to Guide 
Planning



Your project plan should include these 
elements:

➢ Fiscal Management Plan

➢ Data Management Plan

➢ Human Resources Management Plan

➢ Intentional Activity Design Plan

➢ Student Recruitment Plan

➢ Communications and Outreach Plan

➢ Quality Assurance Plan

Critical Tasks 5-11: Management Plans



Fiscal Plan



Subtask 5.1: Launch the Budget

Category 100: 
Personnel

Category 200: 
Contractual

Category 300: 
Supplies

Category 400: 
Transportation

Category 500: 
Capital Outlay

Category 600: 
Indirect Costs



Subtask 5.2: Develop Your Sustainability Plan

Sustainability Plan: describes your 
strategy for continuing your 

program after your 21st CCLC 
funding ends.



Develop Your Sustainability Plan

Start early

Engage stakeholders

Make connections

Tell your story

Identify existing sources of 
support



Creating Your Sustainability Plan



Develop Fiscal Policies and Procedures

Annual Budgets Expenses

Record Keeping

ReportingProcurement
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Data Management Plan

• Identify your data points

• Develop or secure the tools to 
collect the data

• Develop policies and 
procedures for your data plan



Data Collection Policies and Procedures

Describes the data 
to be collected

Dates for 
collecting data

How data should 
be collected



CT 7: Human Resources Plan

• Identify Staff Roles
• Create Job Descriptions
• Recruit Lead Staff



Identify Staffing Roles

Program Director Site Coordinator
Family 

Engagement 
Specialist

Certified Teacher

Academic Liaison Data-Entry Clerk
Administrative 

Assistant

Youth 
Development 

Worker

Vendor Volunteers Paraprofessionals



Do you have any tips or best 
practices for recruiting staff?

Subtask 7.3: Recruit Staff



Student Recruitment Plan

Enrollment 
Numbers

Student 
Recruitment 

Plan

Enrollment 
Reports

Enrollment  
Criteria

Family   
Enrollment



➢ Develop an internal communications plan.

➢ Develop an external communications plan.

➢ Develop an outreach and marketing plan.

Critical Task 10:  Communications and Outreach
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Communications & Outreach

Internal 
Communication

External 
Communication

Outreach



Quality Assurance Plan

Project Plan Timeline

Policy and Procedures 
Guidebook

Evaluation Plan

Quality 
Assurance Plan



Finalize Your Project Plan

Logic 
Model

Critical 
Task 
Plan

Program 
Goals



Develop Your Evaluation Plan

Periodic Independent Evaluation

Comprehensive Needs Assessment

Develop Program Goals



Develop Your Evaluation Plan

1. Hire a qualified evaluator.
2. Construct a logic model.
3. Create and use SMART goals.
4. Set up your evaluation questions.
5. Set a plan for measuring.
6. Capture data.
7. Utilize data.



Additional Resources

Trainings to Go

• Building a Comprehensive Schedule

• Identifying and Addressing Program 
Strengths and Weaknesses

• Introduction to Staff Handbook

• Understanding Families and FERPA



Q&A



y4y.ed.gov





Q&A



Contact Us

Visit us:  www.y4y.ed.gov

Contact us:  y4yta@seiservices.com


